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Overview  

Welcome to the Citizen Access  Portal!  

¢ƘŜ /ƛǘȅ ƻŦ {ŀƴ !ƴǘƻƴƛƻΩǎ Development Services Department is pleased to offer our customers 

a higher level of customer service using online access to our services, 24 hours a day and 7 days 

a week. Citizen Access is a web-based program displaying real-time information stored in the 

/ƛǘȅ ƻŦ {ŀƴ !ƴǘƻƴƛƻΩǎ 5ŜǾŜƭƻǇƳent Services Department database. 

Citizen Access enables our customers to research and apply for records, pay fees and obtain 

other planning and development information through a single website.  It is truly a one-stop 

ǎƛǘŜ ŦƻǊ ŀƭƭ ƻŦ ƻǳǊ ŎǳǎǘƻƳŜǊǎΩ ƴŜŜŘǎΦ  This effort supports our commitment to our customers in 

providing transparency in the delivery of our services.  

 

Following is a list of some of the services that Citizen Access offers to our customers: 

V Submit and update Information 

V Pay Fees Online 

V Request Inspections 

V Track Status of Applications 

V Print Final Records 

V Escrow Accounts 

V Garage Sale Permits 

V Upload documentation 

User Guide  

This guide is meant to help our customers use the Citizen Access portal look up property 

information and active applications and generate garage sale permits.  Customers may also 

create their own personal account to create escrow accounts and create applications.   

Click the following link to access this guide online:  

http://www.sanantonio.gov/DSD/BuildSA/Training.   

 

If you have questions or need help accessing the BuildSA Citizen Access portal, please call the 

Development Services Department Customer Call Center at 210-207-1111. The BuildSA 

Customer Call Center is available M-F, 7:45am to 4:30pm or by email to the Customer Call 

Center. 

 

[ŜǘΩǎ ƎŜǘ ǎǘŀǊǘŜŘ  

http://www.sanantonio.gov/DSD/BuildSA/Training
mailto:CallCenter@sanantonio.gov
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¶ While using your computer ensure that you Allow Pop-ups from This Site. Allowing pop-

ups ensures that vital forms display for your use. Internet Explorer is the preferred 

browser. 

¶ Accept General Disclaimer(s) when they display. 

Non -Registered Users  

Look -up Property Information without  Creating an Account  

Three different locations (options) are available on the Citizen Access portal to search for 

Property Information without creating an Account. 

 

All viewers of the site have access to view Property and Record/Application information 

ǿƘŜǘƘŜǊ ǘƘŜȅΩǾŜ created an account.  Viewers may search by address, parcel, owner or 

record/application records.   

 

The links to access this information are located in several locations on the General Greeting and 
Information page. 

The First Option -Global Search  
 

 
1. Type address, street name, project name, contact name or record type in Global Search 

field (shown).  
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2. Click magnifying glass. BuildSA returns all matches found. 

The Second Option -Advanced Search Tab  

1. From the General Greeting and Information page, hover over the words Advanced Search 

(#1 shown). A drop-down menu appears with two options: Lookup Property Information 

and Search Records/Applications (shown). 

2. Click either Lookup Property Information or Search Records/Applications. 
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The Third  Option -General Information  

 

bƻǿΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ ǘƘŜ third location (option) where customers may access information.  

1. From the Home page, navigate to the General Information section (shown). 

2. Click the Lookup Property Information hyperlink (#2 shown). 

 
 

3. The Look Up Property Information page displays (shown). Look up property information by 

Address, Parcel Information or Owner (#1 shown below). Complete fields. 
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4. Click Look Up (# 2 shown above). BuildSA will return all matches.  

× NOTE:  If the exact address is not known, a range may be entered, for example: 

 

Land Development Record Search  

 
bƻǿΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ searching for Land Development records. 

 
1. From the Home tab, navigate to the Land Development area (shown). 

2. Click on the Search Applications hyperlink (# 2 shown).  
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3. Type information known (example: application number, record type, address, parcel, 

contact, etc.).Search by Application Number, Application Type, Address, Parcel or Contact.  

4. Click Search (#2 shown). BuildSA returns all matches. 
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When a match is not found, Citizen Access displays the message shown. You have the option to 

search for the property by another option listed on the drop-down menu. 
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× NOTE: The Owner Name information must be typed exactly as it is on the Bexar County 

record. 

 
 

× NOTE: Blue Text identifies hyperlinks.  Clicking on a hyperlink displays another page or 

more details and information about the Record. 

 

 
 

× Note: If numbers display at the bottom of the page, they indicate additional pages of 

owner listings. Click on the Next tab to navigate from one page of results to another. Click 

on the Previous tab to return to a page.  You may also click on a certain page number.  
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Search by Parcel  

Customers may also search for property information by parcel number, if known. 

1. Click on Look Up by Parcel Information from the drop down menu.  The fields for the City 

Parcel Number and County Property ID display (shown).   

2. Type the City Parcel Number and the County Property ID fields with any information you 

have.  

3. Click the Look Up blue button to search for the property.  Clicking on the Clear blue button 

clears information you have typed. 

 

 
4. Citizen Access returns all matches and any associated parcels (shown). 

 

× If a page displays scroll bars on its side or bottom, simply click on the arrows to move the 

page from side to side or up and down, depending on which side of your screen the scroll 

bar(s) appear.  

 

Creat e a User Account  

Welcome to Citizen Access-- no waiting lines or time restraints! 

Creating a user account allows customers to submit their requests to Development Services 

Department as well as make payments or view payment history from the convenience of their 

homes or office. Citizen Access provides customers with a higher level of service, available 
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24/7, making doing business with the City of San Antonio a convenient and user-friendly 

experience.  

× NOTE: If you have difficulty viewing the system, please make sure that the internet 

browser you are using is compatible with the system. Compatible internet browsers 

include: 

¶ Microsoft Internet Explorer 10 and 11 

¶ Firefox 32 

¶ Safari 6 in Mac OS x 10.8 

¶ Opera 24, and 

¶ Google Chrome 37 

Step 1  of the Account Registration process  

To create a user account 

1. Open web browser and navigate to Citizen Access. 

2. The Customer Portal page displays (shown). This page contains resources to help users 

navigate Citizen Access. 

 
3. Click on either location (#1 or #2 screenshot shown). 

 

https://aca.sanantonio.gov/CitizenAccess/Default.aspx
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4. The Account Registration page displays (shown).   

¶ Review the terms listed on the Privacy Policy and Disclaimer (shown). Terms must 

be accepted to continue (#1 shown). 

¶ Click on the box to the left of I have read and accepted above terms (#2 shown).  

¶ Click Continue Registration (#3 shown). 

 

 

× NOTE: Fields are the empty boxes or spaces that display on a page. Type required 

information in these boxes or spaces. Required fields are identified by a red asterisk (* ).  A 

Required Field means that specific information must be typed or selected before the user 

may proceed. 

Step 2 of the Account Registration Process  

 
After acceptance of the disclaimer terms, the User Login Information page displays (shown). 

The security question is used for identification if you forget your login. The email address on 

this page is used for Password Recovery. 

1. Required fields are identifiable with a red asterisk (* ). All the fields on this page are required 

fields. Complete all fields. 
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2. The Contact Information section of the page must be completed before continuing 

(shown).  

3. Click the Add New button (shown).  

a. Enter your Contact informationτif creating the account as an Individual. The 

Contact, unless chosen otherwise, becomes the Applicant when creating new 

applications. 

b. If creating the account as an organization, type the Contact information based on 

your ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōǳǎƛƴŜǎǎ ǊŜǉǳƛǊŜƳŜƴǘǎΦ 

 
4. Citizen Access displays a Select Contact Type dialog box (shown). Click on the drop-down 

menu arrow. Click to select Individual or Organization (account).  

 
5. Click Continue. Note: Clicking Discard Changes clears the dialog box. 

 

6. The Contact Information page displays (shown). Complete all required fields (#1 shown). 

 

7. Click Add Contact Address (#2 shown). 
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× IMPORTANT: A Mailing and a Physical address are requiredτeven if the addresses are 

both the same. At this time, enter the addresses one at a time. 

 
 

8. Click the Address Type drop-down menu (#1 shown). Click to select Mailing. 

9. Complete all fields (#2, 3, 4 and 5 shown). 

10. Click Save and Add Another (#6 shown).   
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11. The Contact Address Information page displays once more. From the drop-down menu, click to 

select Physical (shown). 

12. Complete all fields. 

13. Click Save and Close. ! ƎǊŜŜƴ ŎƘŜŎƪ ƳŀǊƪ ŘƛǎǇƭŀȅǎ όǎƘƻǿƴύ ŀƴŘ ǘƘŜ ƳŜǎǎŀƎŜ Ψ/ƻƴǘŀŎǘ ŀŘŘǊŜǎǎ 

ŀŘŘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΩΦ tƭŜŀǎŜ ƴƻǘŜ ōƻǘƘ aŀƛƭƛƴƎ ŀƴŘ tƘȅǎƛŎŀƭ ŀŘŘǊŜǎǎŜǎ ŀǊŜ ƭƛǎǘŜŘΦ 

 
14. Click Continue. You will see the following message if you do not have any other registered accounts 

using the email address for the account just created. If the message displays for you, click Continue. 

 








































































































































































































